
City of Fresno Employee Application

Walkthrough



Welcome Screen
Basic Job 
Search- If there 
are more jobs 
than can fit on 
this one screen, 
use this to 
search for a 
specific posting.

Applications- 
This shows how 
many apps you 
have submitted. 
You can also 
click on it to view 
previous apps.

Cover Letters & 
Attachments- 
This shows how 
many 
attachments you 
have. Ctrl-Click 
to view them.

Saved Resumes- 
This shows how 
many Resumes 
you have. Click 
to view them.

My Profile- This will show you your 
information as it’s saved in 
PeopleSoft. All of the info listed here 
will automatically populate onto your 
application. If any info is incorrect or 
out of date, you will need to correct it 
in Self-Service.



Welcome Screen cont…

Latest Job 
Postings- This is 
where you will see 
all of the open 
positions the City 
of Fresno has 
available.

If there’s too 
many jobs to fit 
on one page, use 
the navigation 
buttons to move 
back and forth 
through the 
pages.

If you see a job 
you want to apply 
for straight away, 
click to add a 
checkmark to the 
box next to is and 
then click Apply 
Now.

Click on the Job Title to see the fully 
detailed bulletin and the position 
closing date.



Welcome Screen cont…

Deselect All- Will 
uncheck any 
boxes you have 
marked.

Save Jobs- This 
feature isn’t 
working yet. 
Please ignore. ☺

Apply Now- Use 
this when you 
have checked a 
box to apply (see 
previous page).

Refer Friend- This 
allows you to e- 
mail a checked 
job to a coworker 
or a friend.
**If this is a promotional 
opportunity, only City of 
Fresno employees will be 
able to view & apply for it 
through Self-Service.**



To apply, click to check the 
box next to the position and 
then click the Apply Now 
button. 

Welcome Screen cont…



Resume page

To upload a new resume for this job, click the 
1st button. 
To copy and paste a resume to go with your 
application click the 2nd button. 
To apply without a resume click the 3rd 

button.

After you select one of the options above, 
click Continue.



Application

Your name and 
address will go here as 
it is in PeopleSoft.

Scroll through 
the next few 
pages to view 
what a blank 
application will 
look like.



Application cont…

If you have 
already entered 
information 
into your self 
service, it 
should be 
listed in the 
education 
sections.

Click here to 
add work 
experience.



Adding Work Experience

If you are done entering 
your employer history, 
click the Save & Return 
to go back to the main 
application page

If you are done with one 
entry and you need to 
add another employer 
history, click the Save 
& Add More button.



Adding Primary/Secondary education

When entering your 
education, you will 
need to use the drop 
down and the spy glass 
to select from the 
options available.

Use the Save & Return button if you are done 
with your education or the Save and Add 
More button if you need to add another line of 
education.



Application cont…

If you have 
taken any 
courses with 
the City of 
Fresno this 
year, that 
information will 
be listed in 
your training 
section.

Click here to 
add college 
experience.

Click here to 
add 
Certifications.

Click here to 
add 
Professional 
Training.



Adding Post-secondary education

When entering your 
education, you will 
need to use the drop 
down and the spy glass 
to select from the 
options available.

Use the Save & Return 
button if you are done 
with your education or the 
Save and Add More button 
if you need to add another 
line of education.



Adding Training

Type your text in these 
boxes.

Use the Save & Return button if you are done with 
your Training or the Save and Add More button if you 
need to add another line of Training.



Adding Licenses/Certifications

When entering your 
Certification, you will 
need to use the drop 
down and the spy glass 
to select from the 
options available.

Use the Save & Return button if you are done 
with your Certification(s) or the Save and Add 
More button if you need to add another 
Certification.



Application cont…
Click here to add 
Languages.

Click here to add 
Memberships.

Click here to add 
Honors and 
Awards.

Click here to add 
References.



Adding Languages

When entering your 
Languages, you will 
need to use the drop 
down buttons to select 
from the options 
available.

Use the Save & Return button if you are done 
with your Language(s) or the Save and Add 
More button if you need to add another 
Language.



Adding Memberships

When entering your 
Membership, you will 
need to use the drop 
down button to select 
from the options 
available.

Use the Save & Return button if you are done 
with your Membership(s) or the Save and Add 
More button if you need to add another 
Membership.



Adding Honors/Awards

When entering your 
Honor/Award, you will 
need to use the drop 
down button to select 
from the options 
available.

Use the Save & Return button if you are done 
with your Honor/Award(s) or the Save and Add 
More button if you need to add another 
Honor/Award.



Adding References

When entering your 
Reference, you will 
need to use the drop 
down button to select 
from the options 
available.

Use the Save & Return 
button if you are done with 
your Reference(s) or the 
Save and Add More button if 
you need to add another 
Reference.



Application cont…

Type explanation here.

If you answer “Yes” 
to any of the 
supplemental 
questions, please 
type your 
explanation in the 
box to the right.

Type explanation here.

Type explanation here.



Application cont…

Type explanation here.

Type explanation here.

Click these downward 
arrows to open the 
drop down menu and 
select your answer.



Submitting/Saving an application

This is the end of the application. If you are 
done, you will click the Submit button.

If you need to 
finish the 
application 
later, click the 
Save button.

If you’ve changed your 
mind and you don’t 
want to complete this 
application, click 
Close Application.



Congratulations! You’ve applied!
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